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                                                                                                                                                     Pomona, CA 91766




 909 623-0535

Fax 623-2082

Special Events Notice Form

Any special event that utilizes the common areas (interior and exterior plaza) must receive advanced approval from Management. It is also recommended that this form be filled out for any special event within your premises so we can notify all building tenants as a courtesy.  

This form must be completed and submitted to Management along with a completed liability form at least three (3) weeks prior to the planned event (however, it is recommended much farther in advance if you want to reserve a date as usage of common areas is on a first-come, first-serve basis).  Management reserves the right to approve or disprove, at its sole discretion, any proposed special event that utilizes a common area in any manner other than general customer traffic.   

You will be contacted via email stating whether your event has been approved or denied along with a copy of this form. A copy of this form will also be distributed to all Packing House tenants via email so that they are made aware of your event and can respond to any concerns or conflicts. 
Sponsoring Business: 


Contact Person(s): 

Email:
    


                             Phone:

Event Coordinator/Day-Of Contact Person (s) (If different than above): 


Email:
                        



Cell Phone: 
Name of Event: 

Description/Purpose of Event: 

Location of Event: 

List of Activities and Fixtures/Equipment to be placed in Common Areas:
Date and Time of Event:  

Set Up and Break Down/Clean Up Times: 

Expected # Attendees & Description of Attendees: 

Public or Invite Only: 

Food or Beverage Service in Common Areas: 


 (If so, Describe): 

Free Event or Charge:

             (If so, How Much):

Entertainment/Music Provided:                     (Include Proposed Hours, Amplified or Not, Live or Recorded)

A COMPLETED AND SIGNED LIABILITY FORM MUST BE SUBMITTED WITH THIS EVENT NOTICE FORM IN ORDER TO BE CONSIDDERED FOR APPROVAL BY MANAGEMENT. 
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